[image: A blue and white sign

Description automatically generated]Microsoft Word Consulting 
Proposal Letter Template Example
Jane Smith
Tech Solutions, Inc.
123 Innovation Drive, Suite 100, San Fransisco, CA 94107
MM/DD/YY

Dear Jane,
Thank you for the opportunity to consult with you on the SEO Optimization Project. I look forward to potentially collaborating with you and leveraging my expertise to ensure the success of this project.
Project Overview
	I understand that Tech Solutions, Inc. is facing challenges with its online visibility and search engine rankings. With the increasing competition in your industry, it is crucial to enhance your website’s SEO to attract more organic traffic and ultimately drive sales. My goal is to provide a comprehensive SEO strategy that aligns with your business objectives and meets the specific needs of your target audience.



Project Objectives
	1.	Conduct a thorough SEO audit of your current website.
2.	Identify keywords that align with your business and have a high search volume.
3.	Optimize on-page content to improve relevance and ranking.
4.	Develop a backlink strategy to enhance domain authority.
5.	Monitor and report on key performance indicators over the project duration.



Deliverables
	· SEO Audit Report: A comprehensive analysis of your website’s current SEO performance
· Keyword Research Document: A list of targeted keywords with search volume and competition analysis
· On-Page Optimization Plan: Recommendations for optimizing existing content and meta tags
· Backlink Strategy: A plan outlining potential link-building opportunities
· Monthly Performance Reports: Updates on traffic, ranking improvements, and actionable insights



Background
	I hold a certification in SEO from the Digital Marketing Institute and have over five years of experience in digital marketing. I have successfully helped numerous clients increase their organic search traffic and improve their online presence. My analytical approach and commitment to staying updated on the latest SEO trends make my services a great fit for Tech Solutions, Inc.



I’m happy to schedule a follow-up meeting to answer questions and discuss the next steps.

Sincerely,
Mark JohnsonMark Johnson, Mark’s SEO Solutions
Email   |   Phone


Client Name
Client Company
Company Location
Date: MM/DD/YY

Dear (Client’s Name),
Thank you for the opportunity to consult with you on the [Project Name]. I’m hoping we can collaborate so I can contribute my expertise to the project’s success. 
Project Overview Provide a high-level project summary, demonstrating your understanding of the challenge and the project needs.
	



Project Objectives Outline the goals you aim to achieve.
	



Deliverables List project deliverables to provide the client with expectations from your partnership.
	



Background Describe your background, credentials, and qualifications, and explain why your services are a good fit for the project.
	



I’m happy to schedule a follow-up meeting to answer questions and discuss the next steps.
Sincerely,

Consultant Name
Consultant Company
Consultant Email   |   Consultant Phone






	DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk.
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